§1232.22

that are needed for adequate and prop-
er documentation. Include a provision
that permits the Government to in-
spect contractor facilities used for the
storage and handling of permanent or
unscheduled audiovisual records. Agen-
cies shall inspect such facilities at
least once each year.

(d) Keep inventories indicating the
location of all generations of audio-
visual records, whether in agency stor-
age or in another facility such as a lab-
oratory or library distribution center.

(e) Schedule disposition of all audio-
visual records as soon as practicable
after creation. General Records Sched-
ule 21 provides mandatory disposal au-
thorization for temporary audiovisual
records common to most Federal of-
fices. Agencies must submit an SF 115,
Request for Records Disposition Au-
thority, to NARA to obtain authoriza-
tion for the disposition of all other
audiovisual records. The schedules cov-
ering permanent records must specify
the different record elements identified
in §1228.266, and must always include
related finding aids.

(f) Periodically review agency audio-
visual recordkeeping practices for con-
formance with requirements and take
necessary corrective action.

[61 FR 32337, June 24, 1996, as amended at 66
FR 27027, May 16, 2001]

§1232.22 Nitrocellulose film.

Nitrocellulose-base film once used in
the manufacture of sheet film and mo-
tion pictures may be occasionally
found in records storage areas. The ni-
trocellulose base, a substance akin to
gun cotton, is chemically unstable and
highly inflammable.

(a) Agencies must remove nitrocellu-
lose film materials from records stor-
age areas.

(b) Agencies must immediately no-
tify NARA about the existence of ni-
trocellulose film materials because of
their age and instability. NARA will
determine if they may be destroyed or
destroyed after a copy is made for
transfer, as appropriate.

(c) If NARA appraises nitrate film
materials as disposable, but the agency
wishes to retain them, agencies must
follow the guidance in NFPA 40-1994,
Standard for the Storage and Handling
of Cellulose Nitrate Motion Picture

36 CFR Ch. XII (7-1-03 Edition)

Film, which is incorporated by ref-
erence. NFPA 40-199% is available from
the National Fire Protection Associa-
tion, Batterymarch Park, Quincy, MA
02269. This standard is also available
for inspection at the Office of the Fed-
eral Register, 800 North Capitol Street,
NW., suite 700, Washington, D.C. This
incorporation by reference was ap-
proved by the Director of the Federal
Register in accordance with 5 U.S.C.
552(a) and 1 CFR part 51. These mate-
rials are incorporated by reference as
they exist on the date of approval and
a notice of any change in these mate-
rials will be published in the FEDERAL
REGISTER.

(d) The packing and shipping of ni-
trate film are governed by the fol-
lowing Department of Transportation
regulations: 49 CFR 172.101, Hazardous
materials table; 172.504, Transpor-
tation; 173.24, Standard requirements
for all packages; and 173.177, Motion
picture film and X- ray film—nitro-
cellulose base.

§1232.24 Unstable
film.

Cellulose-acetate film, also known as
safety film, is nonflammable and does
not represent the same degree of haz-
ard as nitrate film materials. Nonethe-
less, cellulose-acetate film also dete-
riorates over time. Temperature, hu-
midity, harmful storage enclosures,
and gaseous products influence the rate
of deterioration. Agencies shall inspect
cellulose-acetate film periodically for
an acetic odor, wrinkling, or the pres-
ence of crystalline deposits on the edge
or surface of the film that indicate de-
terioration. Agencies shall notify
NARA within 30 days after inspection
about deteriorating permanent or un-
scheduled audiovisual records com-
posed of cellulose acetate so that they
can be copied.

cellulose-acetate

§1232.26 Storage conditions.

Agencies must:

(a) Provide audiovisual records stor-
age facilities that are secure from un-
authorized access and make them safe
from fire, water, flood, chemical or gas
damage and from other harmful condi-
tions. See NFPA 232A-1995, Guide for
Fire Protection for Archives and
Records Centers issued by the National
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Fire Protection Association, which is
incorporated by reference. The stand-
ard is available from the National Fire
Protection Association, Batterymarch
Park, Quincy, MA 02269. This standard
is also available for inspection at the
Office of the Federal Register, 800
North Capitol Street, NW., suite 700,
Washington, D.C. This incorporation
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1CFR
part 51. These materials are incor-
porated by reference as they exist on
the date of approval and a notice of
any change in these materials will be
published in the FEDERAL REGISTER.

(b) Maintain good ambient storage
conditions for permanent or unsched-
uled audiovisual records. Generally,
the temperature should not exceed 70
degrees Fahrenheit and relative humid-
ity should be maintained between 30-
40% and not exceed 50%. Avoid fluc-
tuating temperatures and humidity.
Cooler temperatures and lower relative
humidity are recommended for the
storage of all film, to prolong the use-
ful life of the film base and image. Cold
temperatures combined with 30-35%
relative humidity are especially rec-
ommended to retard the fading of color
film. Optimal environmental condi-
tions are stated in ANSI/NAPM 1T9.11-
1993, Imaging Media— Processed Safety
Photographic Films—Storage. If pos-
sible store all permanently scheduled
records in these conditions, and sched-
ule them to be transferred to the Na-
tional Archives as soon as possible.

(c) For the storage of permanent or
unscheduled records, use audiovisual
storage containers or enclosures made
of noncorroding metal, inert plastics,
paper products and other safe mate-
rials recommended and specified in
ANSI standards: ANSI/NAPM 1T9.11-
1993, Imaging Media—Processed Safety
Photographic = Films—Storage; and
ANSI 1T9.2-1991, Imaging Media—Pho-
tographic Processed Films, Plates, and
Papers—Filing Enclosures and Storage
Containers. These standards, which are
incorporated by reference, are avail-
able from the American National
Standards Institute (ANSI), Inc., 11
West 42nd Street, New York, NY 10036.
These standards are also available for
inspection at the Office of the Federal

§1232.28

Register, 800 North Capitol Street,
NW., suite 700, Washington, D.C. This
incorporation by reference was ap-
proved by the Director of the Federal
Register in accordance with 5 U.S.C.
552(a) and 1 CFR part 51. These mate-
rials are incorporated by reference as
they exist on the date of approval and
a notice of any change in these mate-
rials will be published in the FEDERAL
REGISTER.

(d) Store originals and use copies
(e.g., negatives and prints) separately,
whenever practicable.

(e) Store series of permanent and un-
scheduled x-ray films in accordance
with this section, and store series of
temporary Xx-ray films under conditions
that will ensure their preservation for
their full retention period, in accord-
ance with ANSI/NAPM 1T9.11-1993, Im-
aging Media—Processed Safety Photo-
graphic Films—Storage. This require-
ment does not apply to x-rays that are
interspersed among paper records, as in
case files.

§1232.28 Maintenance and operations.

Agencies must:

(a) Handle audiovisual records in ac-
cordance with commonly accepted in-
dustry practices because of their ex-
treme vulnerability to damage. For
further information, consult the Amer-
ican National Standards Institute
(ANSI), Inc., 11 West 42nd Street, New
York, NY 10036; and the Society of Mo-
tion Picture and Television Engineers,
595 West Hartsdale Avenue, White
Plains, NY 10607.

(b) Use only personnel trained to per-
form their audiovisual duties and re-
sponsibilities and ensure that equip-
ment intended for projection or play-
back is in good working order.

(c) Loan permanent or unscheduled
audiovisual records to non-Federal re-
cipients only in conformance with the
provisions of part 1228 subpart E of this
chapter. Such records may be loaned to
other Federal agencies only if a record
copy is maintained in the agency’s cus-
tody.

(d) Take all steps necessary to pre-
vent accidental or deliberate alteration
or erasure of audiovisual records.

(e) Ensure that no information re-
corded on permanent or unscheduled
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